CREATE A FORM USING AN AUTOFORM 


‘Vout can tise the: Customer ið FirstName LastName 


AutoForm Wizard 8 non ve, aw York NY 
create some Lane Boston MA 
rior that snare roca ok 


displays the 
information 

from one table 
in your database. 


A form presents 
data from a table 
in an attractive, 
easy-to-use 
format. You can 
use a form to 
view, enter and 
change data in 

a tablo. 


EI Click Forms in the É] Click New to create Click the type of É] Click # to display a list 

Database window. anew form. AutoForm you want of the tables in your database. 

| The New Form dialog wane E] Click the table that contains 

box appears. Noe: For information on the information you want to 

the types of AutoForms, display on your form. 

see the top of page 137. GI Click oK to create your 
form. 


Tabular 


Displays many 
records at a timo. 


9 What types of AutoForms can I create? 


Columnar 


Displays one 
record at a time. 


Datasheet PivotTable PivotChart 
Displays many records at a Allows you to summarize Allows you to display a 
time and resembles a table and analyze data. graphical summary of data. 


in the Datasheet view. 


The form appears. Note: it you selected PivotTable or W The Save As dialog E] when you finish 
PivotChart in step 3, tho PivatTable | box appears. reviewing the form, 
In this example, the , 
form displays the fold or PivotGhart initially appears empty LEJ Type a name for your click EJ to close the 
names from the table so you must add the fields you want form and then press the Soren 


to display. For information on using 
ke th Enter 
you selected and the || the Potable or PvtChart, see i 


pages 232 and 238. 
Ei Click |e to save your torm. i 


IZ 
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You can use the Form 
Wizard to create a 
form that displays 
information from one 
or more tables in your 
database. The wizard 
asks you a series of 
questions and then 
sets up a form based 
on your answers. 


Forms present data from 
tables in an attractive, 
‘easy-to-use format. You 
can use forms to view, 
enter and change data 
in tables. 


CREATE A FORM USING THE FORM WIZARD 


É] Click the table that 
contains the fields. 


W The Form Wizard appears. 
Click $ in this area to 
select the table that contains 
the fields you want to include 
‘on your form. 


Click Forms in the Double-click Create 
Database window. form by using wizard. 


Which tables in my database can I use In what order will the fields I select appear 
to create a form? ‘on my form? 


You can use any table in your database When you select fields in the Form Wizard, 


to create a form. When creating a form the order in which you select the fields 

that uses information from more than determines the order in which the fields 
one table, relationships must exist will appear on your form. Make sure you 
between the tables so Access can bring select the fields in the order you want them 
together the information in the tables. to appear on your form. 

For information on relationships, see 


page 128. 


This area displays the Note: To add all the fields from Each field you select To include fields from 
fields from the table you the table at once, click E=] appears in this area. other tables in your 
selected. G5 To remove a fleld you database, repeat steps 3 
E] Double-click each accidentally selected, to 5 for each table. 
field you want to include double-click the field in E] Click Next to continue. 


on your form. this area. [continueD g 
Note: To remove all the fields 


at once, click (=<) a 


CREATE A FORM USING THE FORM WIZARD 


than one table, 
you can choose 


the way you 
want to view 
the data on 
the form. 


You can choose 
to view the data 
from each table 
separately or 
together on a 
form. 


Ez mey 
| 


Caye re 


It you selected fields Click the way you Click an option to specify | I This area displays the 


from more than one table, | want to view the data on if you want to create a form way the data will appear. 
you can select the way your form. You can view with a subform or a linked Click ext to:conith 
You Want to view the data. | the data from each table form (© changes to ©). eet Seer 
on your form. separately or together. For more information, see 
‘Note this screen does not Lam This area displays the the top of page 141. 
appear skip to step way the data will appear Note: If you selected to view the data 

on your form. from sach table together instep 


a these options are not available. 


on a form? 
If you choose to view the data from each table 


separately on a form, the Form Wizard offers two 
ways that you can organize data on the form. 


9 How can I organize the data from multiple tables 


Form with subform(s) 


‘The data from each table appears The data from each table appears in separate 
in one window. windows. You can click a button on the form 
to view the data on the linked form. 


iL Click the layout you Note: The available layout This area displays a You can click Back 
want to use for your form or options depend on the sample of the layout you at any time to retum 
subform (© changes to ©). selections you made in steps | selected. to a previous step and 
For information on the and 10, this screen cots LER) click Next to cont change your selections. 
available layouts, see the not appear skip to step 14. iiaiai 


top of page 137. [conmnueo 9 


CREATE A FORM USING THE FORM WIZARD 


You can choose 
the style you 
want your form 
to display. 
Access provides 
several styles, 
such as Blends, 
International 
and Ricepaper. 


You may want to 
use the same style 
for every form in 
your database to 
give the database 
a consistent 
appearance. 


On totems ptr orn 
S aeraemr amr 


Dmir meteg tte 
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[E] Click the style you [E Click Next to continue. | KE Type a name for your form. Nota: it you selected to view 
want your form to display. if your form includes fields the data from each table 


This area displays a from more than one table, you nee A be a 


sample of the style you can also specify a name for 
selected. your subform or linked form. 

To specify a name, press the 

‘Tab key and then type a name 


el for the subform or linked form. 


How will my new form appear in the 
Database window? 

The name of every form you create will 
appear in the Database window. If you 
created a form with a subform or a linked 
form, the subform or linked form will also 
appear in the Database window, You 
must open the main form to work with 
the contents of both the main form and 
the subform or linked form. 


pened ene tena ete > 


How do I move through the information 
in a subform? 

When you move through the information 
in the main form, the information in the 
subform automatically changes. For 
‘example, when you display the name 
and address of a customer, Access 
automatically displays the orders for 

the customer in the subform. To move 
through records in a form, see page 145. 


io 


or 
1 


[E Click this option to open 5 Click Finish to W The form appears. In this example, the form 
the form so you can review create your torm. Note: Th a displays the information for 
and enter information in the form or oins yo one customer on the main 
form (© changes to ©). selected mhile creating the orm, | Y0rM and the orders for the 
customer in the subform. 


E When you finish reviewing 


the form, click E to close 


the form. g 


OPEN A FORM 


You can open a 
form to display its ORDERS FORM 
contents on your 

screen. Opening o 
a form allows you 
to review and 
make changes 

to the form. 


OPEN A FORM 


EI Click Forms in the This area displays a W The form opens. You Note: A dialog box will appear 
Database window. list of the forms in your can now review and make if you did not save changes you 
database. changes to the form. sade to the design of the form. 
Double-click the form When you finish working Click Yes or Wo to specity if 
you want to open. with the form, click E} to you want to save the changes. 


close the form. 


You can move 
through the 
records in a form 
to review and 
edit information. 


MOVE THROUGH RECORDS 


This area displays El To move to another Type the number of 


the number of the record, click one of the r the record you want to 

, To quickly move to a 
current record and the following buttons: specific record drag be move to and then press 
a (14) First record mouse | over the number the BEE key. 


of the current record. The 


T) Previous record 
a number is highlighted. 


[E Next record 
(FD) Last record P 


EDIT DATA 


You can edit 
the data 
displayed 
on a form 
to correct a 
mistake or 
update data. 


Access automatically 
saves the changes 
you make to the data 
displayed on a form. 


When you change 
data on a form, 
Access will also 
change the data in 
the table you used 
to create the form. 


EDIT DATA 


INSERT DATA 


E] Click the location in the cell 
where you want to insert data. 
A flashing insertion point 
appears in the cell, indicating 
where the data you type will 
appear. 


Mots: You can press the 
© or > key to move 
the insertion point. 

E Type the data 
you want to insert. 


DELETE DATA 
El To delete data, 
drag the mouse I 
over the data until 
you highlight the data 


you want to delete. 


E Press the iia key 
to delete the highlighted 
data. 


Note: To delete a single 
character, position the insertion 
point to the right of the character 
you want to delete and then 
press the *Backspece Key. 


Why does the existing data disappear when Why can't | edit the data in a cell? 

type now data? You may be trying to edit data in a field 
When OVR appears at the bottom right that has the AutoNumber data type. A 
comer of your screen, the Overtype feature field that has the AutoNumber data type 

is on. When this feature is on, the data you automatically numbers each record for you 
type will replace the existing data. To tum off to uniquely identity each record, For more 
the Overtype feature, press the Insert key. information on data types, see page 82. 


Note: In some forms, you E] Type the new data. 

Ell To replace all the data can click the name of the The data you type E] Click 4) to immediately 
in a cell with new data, Self gun hight replaces the data in undo your most recent 
drag the mouse I over the (all the data in a cell the cell. change. 
data until you highlight all Note: It you move to another cell 
the data in the cell. and then click I, Access will 

undo al the changes you made 
to the entire record. 


SSS’ 


ADD A RECORD 


You can add a new 
record to a form 
to insert additional 
information into 
your database. For 
example, you can 
add information 
about a new 
customer. 


Access automatically 
‘saves each new 
record you add 

to a form. 


When you add a 
record to a form, 
Access also adds 
the record to the 
table you used to 
create the form. 


ADD A RECORD 


El Click EH] to add a W in this example, E] Click the first empty In this example, the 
new record to your form. a blank form appears. field in the form. ID field automatically 
E Type the data that adds a number for the 


corresponds to the new record. 


field and then press E] Repeat step 3 until 
the ‘Tati key to move you finish entering all 
to the next field. the data for the record. 


DELETE A RECORD 


You can delete a 
record displayed in a 
form to permanently 
remove information 
you no longer need. 
fodeigh When you delete a 
information about record displayed in 
a customer who no a fom, Access also 
longes removes the recor 
aa from the table you 

4 used to create the 
form. 


Deleting records 
saves storage space 
on your computer 
and keeps your 
database from 
becoming cluttered 
with unnecessary 
information, 


DELETE A RECORD 


Sere ete eh 


à uunin 


Ell Display the record É Click EE to delete the | W The record disappears to permanently 
you want to delete. from the form. delete the record. 
Note: For information on Awarning dialog box 


‘moving through records in 


appears. 
a form, see page 145. 


